WAQAS AHMED 


Waqassahmedd4(? gmail.com Address: House# H-61/1 Malir Extension colony 
Contact# 0345-3462868 Karachi, Pakistan. 
Dear Sir, 


| am writing in response to the opening for downer funded project in Sindh, Karachi. Which I believe 
may report to you. 


| can offer you more than eight years of experience in different type of office work which details are 
mentioned in attached resume with this covering letter. 


I’m a reliable and diligent person with a great record in my previous companies. | am currently working 
as an administrative officer and office assistant. | have been praised for my ability to handle different 
office and administrative tasks. 


| have attached my resume and relevant documents for your review and would welcome the chance to 
speak with you sometime. 


Best regards, 


Waqas Ahmed 


Contact 


Phone: +923453462868 
Email: waqassahmedd4 
(gmail.com 

Nationality: Pakistani 
DOB: 15.07.1990 

Gender: Male 

Address: House No. H-61/1 
Malir Extension Colony, 
Karachi. 


Skills 


MS Excel - Proficient 
Ms word - Proficient 
Internet & Browsing - 


Proficient 


Language 


Urdu - Native 
English - Advanced 


Waqas Ahmed 


Finance & Admin Officer 


Summary 


To obtain a position as a Finance & Admin officer in a challenging environ- 
ment where I can utilizes my skills & abilities. 


Experience 


Administration Officer at Tapal Energy (Pvt.) Ltd 2022 - Continue 


o *Supervision of janitorial staff *Repairing & maintenance at office building and pur- 
chasing of various office items *Monitoring of monthly issuance of janitorial items 
*Liaison with different private and government offices for delivery invoices, letters 
and challans. *Banks related works. 


Finance & Human Resource Officer at China National Logging 2019 - 
Corporation (CNLC) 2022 


o *Petty cash Handling *Disbursing salaries *updating petty cash book *Budget fore- 
casting *Contract management *Hiring new employees *New employees account 
opening *Collecting employees Bio data *Payment to vendors *Utility bills pay- 
ments *Exchange currency in USD for foreign employees 

HR Executive at Toyota Indus Motor Company 2018 - 2018 


o *Worked on assigned project for collecting and recording employees’ internal and 
external training data. *Organized events. *Compiled daily attendance sheets. 
*Daily task reporting to senior manager HR on completion. 

Store & Account Officer at A&S Paints Pvt Ltd 2014 - 2017 


o *Store inventory management. *Issuance of gate passes. *Stock management. 
*Handling vendor payments. *Invoices and recipes handling. *Treasury 
management. 

International Business Executive at ICM Japan 2012 = 2013 


о *Contact with international Japanese used саг importers and provide their desired 
vehicles at their destination ports. 


Education 


Bachelor in Commerce (B.Com) 2013 - 2014 
University of Karachi 


o Accounting and Business management, Banking & Finance. 


Intermediate (General Science) 2008 - 2009 
Govt. College For Men (Nazimabad) 


o Computer studies, Mathematics, Physics 


Matriculation (Science) 2008 - 2009 
Happy Home Grammar Secondary School 


o Mathematics, Physics, English 


Achievements 


Diploma Information Technology (DIT) 


o Having 1 year diploma certificate in information technology from the University of 
Karachi. 


Post graduate certificate (English Language) 
o Having 1 year certificate in English Language from the department of European 
studies, University of Karachi. 


Office Administration Course 


o Having a certificate of short course in office administration from the institute IACT. 
(Project of Govt.Sindh) 


References 


Mr. Shakeel Kayani 
CNLC 


о shakeel_kayani@live.com 
o +923215366910 


Mr. Fahad 
Belta paints 


о fahad.ahmed9001@gmail.com 
o +923412642442 
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Secondary School Certificate Examination, 2006 
SCIENCE GROUP 


Certified that WAQAS AHMED 

Son/Daughter of JAMIL AHMED 

whose date of birth is TWELFTH JULY one thousand nine hundred 
EIGHTY-NINE has duly passed the Secondary School Certificate Examination held in 


the month of. | MARCH 2006 as aREGULAR Candidate in the subjects mentioned 


below and has been placed in GRADE He/She obtained 586 | Marks. 


COMPONENT | COMPONENT II 
SINDHI SALEES MATHEMATICS 
URDU NORMAL COMPUTER STUDIES 
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Whereas WAGAS AHNED  S/o-D/o-W/o_JAMIL AEREO 

| (In block letters) ае Kd letters) 

has applied for a certificate of a domicile under the Pakistan Citizenship Act, 1951 (II of 1951.) alleging 
with respect to himself / herself the particulars sel out below, and has satisfied the undersigned 
that the conditions laid down in section 17 of the Act for the grant of a certificated of domicile 


^ 


case. 


and fulfilled in the said 

Now, therefore, in pursuance of powers conferred by said Act and rules the made threunder, 
the undersigned hereby grants to the said WAQAS AHMED 
this certificate of domicile. 
In witness whereof 


Full Name... МАЗАЗ AHMED 
Father's Name JAMIL AHMED 
Address in Pakistan 66/10, MALIR EXTENSION COLONY, KARACHI. 
Address in the a out side Pakistan ——NILb 


Place of domicile 4 Deco ERRA Tesi Distt. 


Date of arrival in the Place of domicile 
Married / Single / Widow / Widower 
Name of wife or husband 

Name of children and their ages 


Mn 


Since birth 15.07.1990 


Single 


nil m 
nil | 
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| hereby certify that for the reasons givén bel firs Miss. "9^? 
JAMIL AEMED 
S/o / D/o : has his / her permanent residence 
la H-66/10, MALIR EXTENSIÓN COLONY, — i 
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place Karachi ___ Ab LIR District in the Province of Sindh. 
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in Sindh. 


(here enter reasons) 
1- ENTITLED TO THIS CERTIFICATE UNDER THE RULES. 


_ МАШК 


Place Karachi 
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